QI Site Procurement Reference Guide 
CONTACT LIST 
Nonprofit Fiduciary Partner 


TBD 


SITE ADDRESSES/RECIPIENT 
TBD 


Procurement Overview 


The procurement of supplies for our QI sites is a coordinated effort between Nonprofit 
Fiduciary Partner, QI site managers, and DHS QI administrative staff. The roles and 
responsibilities are as follows: 


e Nonprofit Fiduciary Partner (NFP)— Fiscal intermediary; procurement of supplies and 
services 

e QI Site Managers (SM) — Overall management of supplies and service needs for daily 
operations, including meal orders (Hacor) and snack orders (Sysco); Entering all supplies 
and services needs into the Procurement Tracker, including the addition of links 

e DHS Administrative Staff — Approving supplies and service requests on Procurement 
Tracker; Onboarding and training SMs; Elevation of procurement issues 


Each QI site is expected to meet with NFP weekly to review outstanding issues. If this meeting 
is not set up, please email Annalisa. 


General Procurement Process Flow 


*2PM deadline 2:30PM deadline 1-7 days, depending on shipping 


*For same day ordering 


Ordering Items — General Supplies 


The Site Manager is responsible for overall management of inventory. This includes: 


1. 


Defining site specific processes within internal staff to communicate when there is a 
supply shortage OR adding all supply requests onto the Procurement tracker 

When a supply need arises, requests must go into the tracker using the 
“SuppliesEquipServices Request” tab (purple) by 2:00 pm daily for same day ordering. 
Detailed instructions below: 
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C] Column A: Item Name - Insert a short description of what the item is 

[C] Column B: Quantity — Indicate the amount of the item needed 

[C] Column C: Size/Dosage - Indicate the sizing of the item (ex: pack, box, units) 

C] Column D: Category — These categories are listed in a dropdown. Select the best category for 
the request. 

C] Column E: Urgency — Typically we want items to have at least 3-5 days to arrive at site. Please 
plan accordingly. If something is in the “ASAP 1-2 day” category, highlight the column in red and 
send an email to your NFP procurement lead to alert them of this need. 

[C] Column F: Reorder — If this item is something we will want added to the monthly recurring 
orders, put “YES” in this column. Add the item to the “Monthly Recurring Orders” tab. If this is 
only needing to be a one-time purchase, select “No.” If you already have a monthly ordered 
scheduled but need this item immediately, select “No.” 

[C] Column G: Justification — Enter who this request is for: Staff, Client, Medical, etc. 

[C] Column H: Requested by — Enter the name of the person inputting the information. This is 
helpful if any questions arise around procuring a specific item. 

C] Column I: Date Requested — Enter the date you put in the request. 

[C] Column J: Date Required — If an item is needed by a specific date, enter the date. 

[C] Column K: Link — Enter the link to the item you are requesting. If the item is unavailable, NFP 
will attempt to find an alternative and email requester for confirmation . Providing an item link 
is VERY important to streamline the procurement process, as NFP is not on site and is unfamiliar 
with the specific needs of the site. 

C] Column U: Date Received - Upon receiving the delivery of the item, update document in column 
U to confirm delivery of items 

C] Column V: Request Order Status - If an order status is requested, please fill in this column with 


date of order status request. 


DHS ADMIN STAFF WILL FILL OUT THE ORANGE COLUMN 


H 
TED BY DATE DATE 


[C] Column L: Admin Approval (orange) — DHS Admin staff will review and approve the 
request by 2:30PM daily. 
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C] Column N: NFP Specialist — This column will indicate the NFP Site Lead responsible for 
procuring the item. Any questions around this order can be directed to this individual. 

[C] Column O: NFP Order Status — This column will confirm order status for reference. Once 
an item is delivered, NFP will fill the rows in green. 

C] Column P: Qty Ordered — Any adjustments to quantity ordered will be completed here. 

L] Column Q: ETA - Estimated delivery date 

[_] Column R: Vendor — Where items were ordered from 

[C] Column S: Order/Purchase # — Reference # will be included here once ordered, if a 
reference # is provided to procurement lead. 

C] Column T: NFP Comment — NFP will add any notes to the order, if applicable. 


Ordering Weekly Snacks (SYSCO) 


Snacks are ordered on a weekly basis through the Procurement Tracker on the “Sysco Orders” 
tab (gold.) Sysco orders must be submitted by Thursday at 12pm, no exceptions. Snacks are 
delivered on Monday. If a snack is not on the Sysco list, order the item though the general 
supplies ordering process on the “SuppliesEquipServices Request” tab (purple). Any snack 


requests outside of what is found on Sysco must be to fill a medical or dietary need. 


Sysco is the vendor for snacks (except in the case of medical or dietary need). If you would like 
access to the Sysco website to see what snacks are available, please reach out to your NFP site 
lead. 


e Frequency: Weekly 

e Weekly Deadline: All Sysco orders must be entered into the tracker by 12pm on 
Thursdays or snacks will not be ordered for the week or delayed. Snacks are delivered 
on Monday. 


[C] Open the tracker to the “Sysco Orders” tab (gold.) 
[L] Find the column for the week for which you are ordering snacks. If the column does not 
exist, add a column and dates. 


Columns A-E will provide details about the item such as the brand, description, quantity per 
order, size, etc. 


[_] Enter the quantity of the item you are requesting in the dated column. Reminder: you 
are ordering for the upcoming week. 

[_] Enter any comments in the “Comments” column. (Example: no substitutions) The NFP 
specialist will also use this column for any notes, if applicable (Example: out of stock.) 


Ordering Daily Meals (Hacor) 


Meals are ordered on a daily basis through the Procurement Tracker on the “Meal Orders” tab 
(gray.) Process is outlined below: 


e Frequency: Daily (except for weekends-on Friday please forecast the meal needs 
through Monday) 

e Daily Deadline: All meal orders must be entered into the tracker by 12:30 pm daily, or 
we will proceed with the order count from the previous day 


[_] Open the tracker to the “Meal Orders” tab. Note: Each meal represents a meal packet of 
Breakfast, Lunch and Dinner. 


[L] Find the line for the day for which you are ordering meals. (Generally, for the following 
day, or for Sat-Monday if today is Friday) ex. On Monday the 10t", you will be submitting 
the meal order for Tuesday the 11°. 

[C] In the green “Number of Meals” section, please enter the number of staff and clients for 
each category 

[C] In Column “H” please enter the total number of meal packages ordered for the day 

[C] In the Blue “Regular and Restricted Meals”, please list out the numbers of all regular and 
dietary restricted meals you will need for that day. (Example: if the total for the day is 
50 meals, the breakdown may look like 40 Regular, 5 Vegan, 5 No Salt/Low Sodium.) 
Please ensure that the total number of meals from column “H” equals the cumulative 
total of columns “I” through “P.” 

[C] Add any additional dietary restricted meals in the “comments” column (Example: client 
is allergic to garlic. In comments section “1-No Garlic”) 

LC] In column “R” please duplicate the total number of meals requested. 


A NFP agent, usually Kate Wilson, will open that tracker and create the daily food order to send 
to our partners at Hacor. 


LABEL CODE DEFINITION 
VGML/VEG = Vegan 


= No lactose/salt, diabetes friendly, bland (no tomato, garlic, onions), gluten 
NLS/DB/BL/GF free 


PWML = Soft food 
Kid's Meal = Standard Kid's Meal (no special requests) 
*No nuts or fruit in meals 


Harm Reduction or Lifestyle Items (NFP) 


Harm reduction items (alcohol, cigarettes, marijuana, etc.) are procured via email to Annalisa 
Bejarano and Kate Wilson. 


e Frequency: Weekly 
e Deadline: Friday 12 pm 


[_] For alcohol and tobacco products-send an email to Annalisa and Kate with the following 
information. 
o Item description 
o Quantity of each item 


For Cannabis products 


e Weekly recurring orders for pre-roll joints have been established for each site. 


[_] If you have a need for edibles, please email Annalisa with the item description and 
quantity. 


Personal Protective Equipment (PPE) Ordering 


The following PPE is supplied by the County: 


e Gloves 

e Surgical masks 
e N95 masks 

e Face shields 

e Gowns 


e Cavi wipes 

e Head covers 

e Foot covers 

e Hand sanitizers 


For PPE orders, please email Eric and Helen to request PPE. 
Clinical Supplies 


Clinical supplies (medical equipment, medical supplies, etc.) should be placed on the tracker. 
Internal processes between the clinical team and site management team should be 
established to ensure the communication of supply needs happens. 


Last-Minute Needs 


Generally, last minute needs for routine items should be avoided with inventory 
management processes. In situations where last-minute client needs are unavailable, an 
Instacart or pick-up order can be arranged (pending item availability.) 


For last minute needs, email Eric and Helen to make the request. The email should include the 
following information: 


[_] Link to the item (any vendor will do, this is for reference) 
[_] Quantity of the item 

[L] Person picking up the items (for pick-up orders) 

[_] Phone number of the person picking up the order 


Note, this is for last-minute needs only. You should put in a larger order of the item in the 
tracker to supplement, if necessary. 


